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CHAPTER 4 - DEVELCPMENT OF NEW TRAI NI NG COURSES

4-1.  Ceneral. This chapter explains the process and mlestones
to be used to originate and devel op new training courses.

4-2. Policy. Al new courses will _be developed utilizin
COESAT ~astet al l ed 11 CEHNDP 350-1- 2. C Paragr aphs 4-3 and 44
bel ow give an overiew of the process and establish the mle-
stones for conpletion for each course

4-3. dassroom Training Program C assroom training courses
wi Il be developed as follows:

a.  Oigin.

(1) Originator may suggest a new course by conpleting Part
| of ENG Form 4713-R, Eval uation of Proposed Training Course (See
Appendi x D, RCS: CEHR-H25 applies. This formis manually conp-
l'eted, and nmust be submitted to CEHR-H by 1 Jul.) Originator
shoul d indicate which USACE el enent is suggested to serve as
course proponent.

(a) C}iPinator nust _send cq&gleted Part | and blank Parts
[1, I'll',"and 'V to CDR HQUSACE (CEHR-H), Washington, DC 20314-
1000. Forms may be submitted at any time. However, to be in
cluded in the earliest possible annual Training Needs Survey,
course proposals nust be received by CEHR-H NLT 1 Jul each Yyear.
(Survey is explained in paragraph 4-3a (8? bel ow.) For exanpl e,
cour se gro osal s received by 1 Jul 94 coul d appear no sooner than
the FY96 PROSPECT Training Needs Survey to be distributed on

1 Feb 95. Proposals received after 1 Jul 94 could appear no
Bgoner than the FY97 PROSPECT Survey to be distributed on 1 Feb

(b) CEHR-H will conplete Part Il and determne, through
consul tation MAth(%gprqprlate directorates, which organization
(usual Iy at HQUSACE) will serve as course proponent. (Consider-
ation wi'll always be given to the originator’s sug estlon on
proPonency, but”the final decision rests with CEHR-H ) CEHR-H
wll send all parts of the ENG Form 4713-R to the proponent.

(c) The proponent will review Parts | and |], conBI te Part
[11, and ‘return all parts to CEHR-H  Since training devel opnent
i nvol ves maj or exBendltures of governnment funds, the devel opment
of training must be necessary and cost-effective. The proponent
I's responsible for conducting a formalized needs assessment prior
to subm ssion of the ENG Form 4713-R. To conplete the needs
assessnent, the proponent shall determne the appropriate chan-
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nel s and nethodology to utilize in order to supply do docunented,
verifiable needs information as requested on the ENG Form 4713-R

(d) CEHR-Hwi |l forward all parts to CEHND-TD NLT 1 Aug
each year.

. (e) CEHND-TD will conplete Part IV within 90 days of re-
ceipt, but NLT 1 Nov each year. CEHND-TD will determ.ne proper
devel opnental track (classroom or exportable). Criteria used to
make this determnation will include: stability of course con-
tent; applicability/suitability for either delivery node; cost-
benefit analysis, nunber of potential students; need for the
course (in terms of urgency); and proponent’s recomendati on.

(f% CEHND-TD will _notify CEHR-H of_action by forwarding a
copy of Part [V of the ENG Form 4713-R The ori gi nal copy wi |
becone part of the official audit trail for course devel opnent
mai ntai ned by CEHND-TD. CEHND-TD will notify the proponent and
originator of action taken.

(Ao d(Z)AfonE courses may originate as directed training
pendi x A).

(3) Proposed classroomtrainin nqninated,thrpuph t he
procedure in paragraph (1) above, and which is initially deter-

m ned necessary and app&ggglate for developnent, wll be included
in the next scheduled PROSPECT Training Needs Survey.

(%) CEHND-TD wi || prepare and coordinate with the proponent
HEGD§£ECI Ic course locations, dates, and nunber of sessions NLT

L (qg The nunber of sessions will not exceed two for the
initial® operational year

(c) NOﬂ?M/COUfSG will be inmplemnented prior to 1 Jan (sec-
ond quarter) of the operational year (in-house and training
agent) or 1 Apr (third quarter) of the operational year (contract

cour ses).

: (d). The first session of all ne &ourses will be ﬁresented
in Hunt'sville, Alabama, unless precluded by environnental or
equi pment requirenents which cannot be net "at that |ocation

(4) Even though the course is included in the annual Train-

Ing Needs Survey, CEHND-TD will delete it from the course offer-
ings for that year if any of the follow ng occurs:
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(a) Results of task analysis survey indicate training is
not necessary or appropriate.

_ (bh) Results of the annual Training Needs Survey indicate an
|nsuff#cRent number og stugents needing to attend the course

(c) COESAT requirements are not conpleted by mlestones
establ i shed by CEHND-TD.

b.  Devel opnent process. In-house and training agent
courses w Il be devel oped per paragraphs (1) throu%h (1 bel ow.
Contract courses will be devel oped per paragraph (14) bel ow.

(1) Course devel oper identification gNLT 1 Aug of the year
preceding the devel opment year). Proponent will subnit nane$s of
training course devel opers/potential instructors to CEHND-TD for
each new course he/she sponsors. Exanple: For classes taught
for the first time in FY96, the course devel oper identification
nust be made by 1 Aug 94.

(ég Mlestone _meno (NLT 1 Se 8f the year preceding the
devel opnment year). The proponent and CEHND-TD will agree to the
responsibilities ‘'of each and mlestones for course devel opnent.
Consi derabl e Corps resources will be expended in the devel opment
of a course. In sone cases, development will be acconplished by
a contractor operating under a firm fixed-price contract. Con-
tract delays on the part of the Government can warrant clains
resulting in additional costs to the Corps. To preclude waste of
Corps resources and keep devel opment costs to a mninum each
arty nust clearly understand and agree to accept its responsi-
ilifies. Failure to uphold these responsibilities can result in
ggncellatlon of course devel opnent, perhaps at great cost to the
rps.

(3) Target population Description (NLT 390 days prior to
the operational year). Proponent and devel opers, in coordination
with CEHND-TD, will describe the target popul ation.

(4) Duty List and Inventory chLT 390 days prior to the
operational year). Proponent and developers, “in coordination
wth CEHND, Wl  delineate the na{or duties of the job and those
associ ated tasks which are currently perforned by a successful

j ob incunbent.

(5) Task analysis survey (NLT 375 days ﬁrior to operational
ear). Task Inventory will bé utilized by  CEHND-TD as the basis
or a survey docunent’ to be sent to MSC and districts to ensure

broad applicability of tasks suggested for training
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(6) Task selection/analysis (NLT 330 days prior to course
start date). Uilizing the résults of the survey docunent,
CEHND-TD w || meet/coordinate with the proponent’ and devel opers
to deternmine those specific tasks deemed appropriate for train-
Ing. A Task Analysis Wrksheet will be prepared by the devel op-
ers for each task selected for training.

(1§1De3|gn.neet|ng (NLT 330 days prior to course start
date). ring this meeting, CEHND-TD w || provide guidance to
proponents and devel opers 1n the conpletion of the Cbjective An-
al ysis Worksheets for each task selected for training and the
Schedul e of Instruction. (Wen possible, task selection/analysis
shoul d be acconplished at the sane neeting as conpletion of Cb-
jective Analysis Wrksheet and Schedul e of Instruction.)

(%&EDeveIopnent meeting (NLT 270 days prior to course start
date). HND-TD wi || coordinate with proponent/devel opers to es-
tabli sh devel opment neeting dates and |ocation. During this
meeting, CEHND-TD wil| provide guidance to proponents and devel -
opers on the preparatlon of coufse materials, e.g., student
course manual materials, visual aids, and other Support mater-
lals. (This neeting is optional; need will be determned by the
course manager and proponent.)

9) Dry run (NLT 180 days, prior to course start date).
Develo&é?s.w%l be(respon5|blg fgr provi di ng ref|n1nary ?%sson
pl ans, audi ovisual nmaterials, workbook, and other supﬁortlve
training materials as deemed necessary for teaching ewﬁre
VIOUS|¥ sel ected tasks. Whenever practical, instructors who wll
actually be teaching the course will participate in the dry run.
Proponent attendance/representation is required to nonitor tech-
nical accuracy. HND- TD cour se Hanaper wi || Fvgluate and advi se
as to recomended changes froma developmental /educational view
point. CEHND-TD will coordinate with proponent on changes
required prior to production

,(101 Instructor identification (NLT 31 Jul prior to
operational year). Proponents wll submt finalized list of
instructors, "by session, to CEHND-TD for each course which he/she

sponsors.  CEHND-TD wi || request availability of each instructor
via an CEHND conmand nenrandum by 1 Septenber.

will be
subn1tt§ng revised draft materials to CEHND-TD NLT 120 days prior
to course start date to allow sufficient tinme for CEHND-TD to
prepare and submt these materials for printing/production NLT 90
days prior to course start date. Devel opers nust adhere to dates

11) Production. Course devel opers be responsible for
i
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required for submssion of materials to CEHND TD. Dela¥ on the
part of the devel oper to submt his materials to CEHND-TD coul d
possibly result in the absence of training materials at the
course site. Should unauthorized delays occur, the devel oper
wi Il be responsible for production and shipnent of materials to
EEﬁNggﬁése site at no additional nonetary or manpower expense to

~ (12) Inplenentation. Instructors wll present training,
utilizing anroved master |esson plans, and adm ni ster approved
testing rnstruments. Each studen MAIf.coanete the testing
instruments and an end-of-course evaluation. CEHND-TD wil |
moni tor and eval uate each new course/instructors. Proponent
attendance/reFresentatlon Is required for initial inplenentation.
EE& BP$BI wi || make comments/reconmendations, as warranted, to

- (13) Validation/evaluation. Evaluation instrunents from
the first ‘session, i.e., arrays, student end-of-course eval ua-
tions, CEHND-TD eval uation, and proponent reconmendations, will
be used to determne the validity of the |earning objectives,
content, sequence, nethods, and student achievenment. CEHND- TD
W l| prepare pretest/posttest itemarray and tabul ate student
eval uations. CEHND-TD will prepare recomrendations and coord-
inate with the proponent to effect changes as necessary, prior to
the second session.

, (14) Devel opnent of contract courses will be the same as
I n-house and training agent courses except as noted bel ow.

, (%) Products of paragraphs (3) through (7) above will be
furnished to the contractor as government-furni shed materials

(GFM

,(H?Contract,docunents wll be furnished to CEHND-CT-C as
appropriate with mlestones above

, ﬁc) Contractor will develop draft |esson and support
material s and conduct dry run in accordance wth the contract
del i very schedul e.

(d) Any changes to lesson or support materials identified

as a result of the dry run will be incorporated by contractor and
materials furnished pér contract.
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4-4. Exportable Training Program Exportable training courses
wi |l be devel oped as follows:

a. Selection of courses for devel opnent.

(1) Courses may be nom nated for devel opnent in the Export-
gbne Training Program per paragraph 4-3a(1l) and (2) or 4-4a(2)
el ow.

, (2) Certain classroom courses may pe nom nated for conver-
sion to the exportable node. The critéria stated in paragraPh
4-3a(l) (e) above will be utilized to determne the feasibility of
conversi on.

paragrg&h]¥?%4pfocess for approval for developnent is detailed in

b. Mlestone letter (NLT 30 days follow ng approval).
Proponent and CEHND-TD will agree to responsibilities of each and
m | estones for course devel opient. Considerable Corps resources
w Il be expended in the development of this training material

Sone devel opnent may be acconplished by a contractor. Contract
del ays on the part of the Government can warrant clains resulting
in additional costs to the Corps. To preclude waste of CbrPs
resources and keep devel opment costs to a mninmum each party
must clearly understand and agree to accept its responsibilities.
Failure to uphold these responsibilities can result in cancel-

| ation of course devel opment, perhaps at great cost to the Corps.

C. Subject matter expert (SME) identification (NLT 30 days
following mlestone letter). Proponent will subnit names of per-
sonnel who w Il perform in coordination wth CEHND-TD anal ysis
and design functions and serve as advisors on technical accuracy/
content of materials.

d. Notification of course devel opment start (NLT 30 days
after course start). CEHND-TD will prepare a nmenorandumto each
USACE custoner identifying the approximte distribution date and
an estimate of the final course cost.

, e, Analysis _and design (NLT five nonths follow ng SMVE
identification). The analysis and design functions lisfed in
paragraphs (1) through (6) "below will be perfornmed by
proponent/ SME, in coordination wWith CEHND-TD, within time franes
Eg&abl|shed by CEHND-TD to nmeet any contractual requirements for
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(1) Target population description. Describes the target
popul ation to provide a means of assessing the skills and know
| edge al ready possessed by the student. This information
establ i shes baseline entry level training.

(2) Task inventory. Proponent/SMVE delineate the major
functions of the tOb and those associated tasks which are cur-
rently perforned by a successful job incunbent.

_ (3) Task analysis survey. CEHND-TD will wutilize the task
I nventory prepared ‘above to survey MSC and districts to ensure
tasks being considered for training have broad applicability
across the Corps.

~ (4) Task selection/analysis. Results of survey will be
utilized to determne those specific tasks deemed appropriate for
training. Proponent/SME prepare a Task Anal ysis Wrksheet for
each task selected for training.

(5) Qbjective analysis. Devel opers conplete an ojective
Anal ysis WrKksheet for each task selected for training.

(6) Design concept. The Task Analysis Wrksheet will be

utilized by CEHND-TD to devel op the course design concept, a
detail ed exFIanatlon as to how presentation of the training ob-
jectives will be structured. HND-TD will coordinate approva
of the design concept with the proponent. Once the design con-
cept i s approved, course developnent will proceed in accordance
with this concept. No changes will be nmade to the approved con-
cept unless required by regulatory changes.

~f. Devel opnent fNLT five months follow ng approval of
design concept). Developnent of training materrals will be
acconplished in accordance with design concept established above.
Modul es for student study guide will be submtted to SME for
review of technical accuracy/content. Review nust be conpleted
within 30 days after submisSion. CEHND-TD will be responsible
for reviemng for adherence to design specification and educa-
tional strategy.

g. PrpductlonV(NLT three months fol|ow ng approval of
coursematerials). Video production will be acconplished in
accordance wth ‘design specifications and approved script.
Qccasional Iy, proponent/SVE presence will be required to ensure
techni cal accuracy during. production. Such requjrenents w || be
coordinated by CEHND-TD Wi th as nuch advance notice as possible;
however, the Schedul e established by CEHND-TD nust be adhered to
in order to avoid costly production delays.
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h. Technical evaluation (NLT one month after production).
Compl eted video and other course materials will be reviewed by
proponent/ SME board for technical accuracy prior to validation.

1. Validation (NLT one nonth after production). Course
materials will be presented to a group (6-10) of students in the
same nmanner that the course woul d be presented in actual train-
ing, to include pretest and posttest. Students nust meet pro-
?osed course prerequisites. The proponent will be responsible
for furnishing a well-qualified facilitator to conduct the train-
ing and for arrang!nP for students to participate in the ses-
sions. CEHND-TD wi |l coordinate the validation and furnish al
course materials. Each student and the facilitator will conplete
end- of -course eval uation forms furnished. CEHND-TD, in coord-
ination with proponent, will evaluate the success of the training
materials through the use of pretest/posttest item array, student
end-of -course evaluations, facilitator end-of-course evaluation,
and ot her eval uation instruments as necessary.

_ . _Final needs determ nation (NLT 90 diys prior to field-
I ng). CEHND-TD will survey each USACE conmand to determne their
updated needs for course materials. Distribution will be made in
accordance with needs identified at this tine.

k. Production/distribution (NLT two nmonths after contract

award). Course materials will be produced and distributed in
accordance with procedures outlined in Chapter 2, paragraphs 2-5.
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